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INTERNATIONAL BUSINESS CORRESPONDENCE COURSE
eSS b 4 (58 DL (o390 ol
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Topics:

Presentation of the business letter
- Structure of the business letters
- Content and style
- Order and sequence
- Enclosures
Sales letters
- Announcing a new product
-Selling existing product
- Brochure and catalog cover letters
Enquiries
- Making enquiries
- Asking for price list, catalog, etc
-Suggesting terms, methods of payment, and discount
- Request for general information
Replies and quotation
- Replying to an enquiry
- Opening
- Confirming that you can help
- Preparing a quotation
Orders and order execution
- Placing an order
- Delays in delivery
- Refusing an order
- Acknowledging an order
Preparing a Proforma Invoice
- Specification of a P/I
Terms of payment
-Statement of accounts
- Advice of payment
- Delayed payment
- Asking for more time to pay
International banking
- Letter of credit
- Bills of exchange
- The stages in documentary credit transaction types of L/C’s
- Shipping documents
Complaint and adjustments
- The language of complaint
- Explaining the problem
- Asking for time to investigate the complaint
- Suggesting a solution
Agents and agencies
- Types of agency
- Finding an agent
- Asking for an agency
- Convincing the manufacturer
- The agency's contract




INTERNATIONAL BUSINESS CORRESPONDENCE COURSE
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Transportation and Shipping
- Road, rail, and air transport
- Shipping
- Shipping documentation
- Bill of lading
- Container services
- Documentation
For exporting goods
For importing goods
Insurance letters
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Business Contracts
English contracts
The Characters of a Good Contract?
Different Terms of contract, MOU, LOI, ...
What is Agreement, PACT, ...
General Contents of an “international Commercial Contract?
Preamble, Definitions, Subject of the contract/scope of work, ...
General obligations of the supplier/seller, ...
Payment Method, Payment Method, Training and Technical Assistance, ...
Breach of contract, Penalties, Force Majeure, Contract Suspension, ...
Sample of an Export Agreement.
Sample of a Purchase Contract, Sales Contract.
Sample of an “International AGENCY Contract “.
Sample of an “International Sales & Distribution Contract “.
Contract Check Lists.
Several Contracts Templates.
STUDENTS ASSIGNMENT:READING THE CONTRACT TEXT IN THE CLASS
Work book: The Work Book contains several exercises which must be done and submitted by the
STUDENTS to the class
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